
 

 
Computing Division Telephone System Instructions 

 

In Any Emergency, Dial 3131 

Voicemail Quick Reference 

Access Number: x6250 
 Dial 6250 from on-campus or 1-630-840-6250 from off campus 

Log in to Voicemail 

From Your Own Phone 

1. Press the Messages button on the phone , or dial extension 6250 
2. When prompted, enter your PIN, followed by the “pound” key (#). 

From Another Phone or Off Campus 
1. Dial the access number 
2. When connected press the “star” key (*) 
3. If prompted, enter your ID (your extension number), followed by the “pound” key (#) 
4. When prompted, enter your PIN, followed by the “pound” key (#). 

Set or Change Options 

Record Name 
1. Login 
2. Press 4 for Setup Options 
3. Press 3 for Preferences 
4. Press 2 for Recorded Name 

 

Record Greeting 
1. Login 
2. Press 4 for Setup Options 
3. Press 1 for Greeting 

 

Set or Change PIN 

Via Phone with No Messages 
1. Login 
2. Press 4 for Setup Options 
3. Press 3 for Preferences 
4. Press 1 for PIN 

Via Phone with Messages Waiting 
1. Login 
2. Press “star” (*) to Return to Main Menu 
3. Press 4 for Setup Options 
4. Press 3 for Preferences 
5. Press 1 for PIN 

 


